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The American Association of Teachers of German 
advocates setting up local and regional Placement Information Centers 
<PICs) to provide help for members of the profession, cooperate vith 
potential school and business employers and expand the bilingual job 
market. A PIC should concentrate on full- or part-time public school 
teaching positions, bilingual commercial positions and part-time 
community college or university jobs not covered by NLA Job Lists. 
This manual outlines PIC establishment procedures; use of standard 
bibliographical, job description and administrative forms; organizing 
applicant files; cooperation among teachers; use and sources of 
publicity for placement information; ^^rocedures to follow in 
contacting exployers and applicants when a position is open; and 
budget concerns. Supplements include sample forms of resumes, letters 
to potential employers and job seekers, and job description forms. A 
list of useful addresses for study or teaching abroad is also 
appended. (CR) 
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HOW TO ORGfljJIZE AN AATG PIACEMBNT IirfOKMTION CENTER 



A Placement Information Center (PIC) operated under AATG auspices should provide: 
(l) sy<5tematic help for present and future members of the profession; (2) efficient 
cooperation with potential employers (both schools and commercial firms); and (3) an 
expansion of the bilingual Job market. The major goal of the PIC is to strengthen the 
entire profession. 

Contacts with businesjes and employment agencies provide needed information on 
the non-teaching aspect of the market and how to develop it^ Currently, most bilingual 
jobs in German require both langimge and secretarial .skills. Also, double mejors in 
Gemein and another subject often prove to be assets in obtaining jobs with cominercial 
firms. It is becoming moie common to find administrators demanding more than one area 
of teaching competency. Students and advisors should be encouraged to remember this 
in planning courses of study, LeRoy Walser's article, "Career Education Holds 
Foreign Language Challenge," in the September 1973 issue of Accent on ACTFL ^ deals 
with this topic. 

The PIC differs from other types of placement services. The PIC concept stresses 
personal contact or a local, state, or regional level rather than a national one^ Each 
PIC should reflect the area it serves; factors to be considered are degree of AIiTG 
activity, demographics, population distribution patterns, commercial activities, the 
number of positions available, and the degree of potential cooperation with other 
foreign language organizations.* Currently, a reg -^al approach seems most adrisable 
to ensure coverage of all area.'J of i.he country. 

An AATG PIC should be a cost-free service to the profession. No fees may be 
charged; fees may involve the AATG in legal complications ♦ The AATG is a non-profit 
organization and depends upon volun'oary contributions to support many of its activities 
and services. Membership in the AATG should not be a preroqudsite to receiving assis- 
tance from the PIC, since the goal of the PIC is to serve the profession as a whole. 
Experience has shown that non-member t; of the AATG usually join when they contact the 
PIC, thereby increasing AATG membership. 

The idea is not to compete with existing coramercial placement services; rather, 
promoting the general health of tho profession should be the primary concern. Place- 
ment efforts should be a regular part of the chapter's activities and have a place on 
the chapter budget. The term Placement Information Center has been suggested to emphasiz 
that the PIC is not a placement service in the normal sense of the term, but that the 
primary function of the PIC is to expedite an exchange of information . 

The PIC should devote its energies to those job categories where it may expect to 
be most effective: public school teaching positions (full-time, part-time, or substi- 
tute); bilingual commercial positions; and part-time community college and university 
positions (evening courses, adult education, summer sessions, tutoring, and overloads). 
These are the job categories not covered by the MLA Job Lists , which, for most candidates 
are currently the most reliable source for full-time university positions. Candidates 
for this type of position should be urged also to consult the MLA Job Lists (c/o Modern 
Language Association^ 62 Fifth Avenue, New York, Hew York 10011) in addition to the PIC, 



*The design of the Pic;: has benefited from reiioarch on Texan public school personnel 
patterns and trends in foreign language inrtruction. This research was supported by 
a grant through Organized Research, East Texas State University, Commerce, and was 
carried out with the cooperation and assistance of the Management Information Center, 
Texas Education Agency, Austin, 
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It is essential for the PIC to emphasize part-time positions. There is often 
a need (especially in emergencies) for teachers who can substitute, teach part-time, 
take over an extra class in the day or evening, or fill a bilingual position in busi- 
ness. ^ language- related position is often a welcome possibility for a Jobless 
colleague, and it is an observed fact that part-time po .tions often develop into full- 
time appointments . — — — — — 

When obtaining a ^ob description, the PIC Chairperson should be alert for any 
special requirements. If it appears that the position might be difficult to fill t^. th- 
in the specified time limit, the PIC Chairperson should inquire about possible alterna- 
tives, such ar the use of part-time personnel. 

The key to success for the PIC concept is the chapter involvement. The more active 
the Chapter PIC is, the more jobs can be identified for Job seekers in the chapter area. 
When a job is located, the job applicants in the nearest PIC are contacted first. How- 
ever, to facilitate communication and possible cooperation between chapters, the AATG 
has established a regional structure with five Regional Coordinators, who are the liai- 
sons with the National PIC Co-iirectors . The Regional Coordinatoi-r assist the chapter 
PICs in several ways: (l) they maintain Regional Files of applicants and jobs; (2) they 
relay job vacancies to a larger geographic area if the vacancy is hard-to-fill; (3) they 
arrange mass mailings for chapters; (U) they serve as clearinghouses for cooperation 
between chapter PICs, especially when urban areas cross state boundaries; (5) they are 
sources of advice based on the experiences of other chapters; and (6) they serve as 
liaisons with the National Co-Directors. 

A listing of all PIC Chairpersons for the chapters will be published as soon as 
it is^ available. Job seekers can then contact the appropriate PIC Chairperson in the 
area in which they are looking for employment. It is hoped that the current listing of 
PIC volunteers can be published at regular intervals. The Chapter PiC Chairperson should 
be listed with the chapter officers in the September ffembership Issue of the German 
Quarterly . 

I. ^TABLISHING A CKAPTEH PIC 

As soon as a chapter has decided to establish a PIC, the Chapter President should 
appoint a PIC Chairperson, who must be a dedicated person who is willing to follow up 
on job leads immediately and who will assume responsibility for several years. (A 
permanent chairperson and address lend stability to the PIC and obviate the need to 
inform applicants and employers of address changes.) The name, address, and telephone 
number of the new PTC Chairperson should be sent to the appropriate Regional Coordinator. 
A -mbber stamp with the ncme and address of the Chapter PIC Chairperson will save time 
In marking the forms for proper return. If the PIC Chairperson must resign, the Chapter 
President should consider asking a colleague at the siue institution to assume the re- 
sponsibility. If possible, the PTC Chairperson should be located at an institution with 
good mail and message services. Copying facilities at reduced or complimentary rates 
should be available. Cooperative support of office staff a.^ the school where the PIC 
Chairperson teaches can be decisive. When assuming the responsibilities of the PIC, the 
Chairpersons should make sure that channels of communication regarding the PIC are 
clear at their institutions. Routine procedures should be established for obtaining 
adequate information from phone calls and for arranging callbacks for long-distanco 
calls v/hen necessary. 

Since i*-. is essential for a PIC to respond quickly— even at times of the year when 
many teachers are on vacation and not at th'Tlr normal addresses— there should be an 
active PIC addren.'; a' all timec. Appropriate arrangements should be madf=? for handling 
mail and phone calls during r.he summer and Christmas, when vacancies often occur on 
short notice. Alternative telephone numbers (of Placement Committee riembers or a Vice- 
Chairperson, for exaciplo) should be civen on all ilC correspondence^ so that calls can 
always be relayed. 




Additional Placement Committee members should te sought, v1.th an eye to cover- 
ing the ma;) or metropolitan areas served by the chapter. A good gengraphical distri- 
bution is important; carefully selected members can form a network for placing toll- 
free and low-charge phone calls in each area of a state. If possible, at least one 
member of the committee should be chosen from the PIC Chairperson's town oi* campus, 
so that both may ■vork on mailings. The situation in each chapter will be different, 
depending on local population distribution and many other factors— even traffic patterns. 

II. PIC fORMC 

Standard forms for collecting biographical and professional information have been 
prepar!:»d by the national Office. The use of standard forms often pr«ivents delays in 
obtainin;' additional information, certainly make more favorable impre5?sion on 
pr-.irpecti 'e employers, and serves aa a guide for eliciting a:.l essential information 
in the first place. If all PlCs use the same Biographical Forms, applicants from 
different chapters can be submitted on the same basis to the same employer, if necessary. 
Forms are easily photocopied to relay information. The back of the PIC Chairperson's 
copy of the Biographical Form may be used to record dates on which the fom was copied 
and locations to which copies were sent. The date of registration with the PIC should 
be noted. Experience has shown that some detail is necessary in the Biographical 
Forms, because many jobs have quite specific requirements (e.g., certification in a 
particular state, elementary level certification, all-level or supervisor's certification, 
a second teaching major, previouij employment experience, American citizenship). 

The appended sample le^-,ters should provide ideas for dealing with various situations 
which will arise during the year, and are based o.i the experience of pilot placement 
centers, chapter PTCs may adapt tne recommended letters for local use as conditions require 
or to suit style preferences. 

Following is a list of forms prepared for PIC use; 

Form B— Biographical and Professional Information (l+-page set; to be filled 

out by job seeker). 
Form C— Job Description (2-page set; to be filled out by PIC Chairp^^rson). 
Form G— Instructions for Biographical Form; Notification Form for Removal of 

Application from File (to be filled out by job seeker). 
Form R- -Appointment of Chapter PIC Chairperson (to be filled out by Chapter 

President or appointee). 
Form T— Transmittal Form for Chapter PIC Addref? Lists for Central Processing; 
Updating of PTC Lists (to be filled out by PIC Chairperson). 
These forms are available through the PIC program. 



III. orr,AinzTtr, ait activf; filk of job ckekerh 

Persons seeking positions j;hould contact the nearest PIC Chairperson to obtain the Blo- 
f^raphical Form e.nd Tnstru^. t ion-.: nheet. The applicants send the top three copies to the 
PTC Chairperson and keep one of the four copies. 

The PTC Chairperson organizes *he Biographical Fomr f either alphabetically or by 
level nV vear-hitir Gor.,'ht), 30 thai a cearch for quali.'^ied c::.ndidates may be made quickly, 
especially if a pronpe'-tive enployer ^-elephonec. The first and second copies remain in 
•he file: 'he *:hlrd ir. nen' 'f) ^he Hegiona'i. Coordinator. If the File growc '.o sufficient 
size, a sys*en of '-rirs- Indexin*: may be needed. It may be important, for exanple, to 
have a sper-ial File or croc;:-in'iexin'5 for teachera capable of working in a FLE8 program. 
The PTC Chairpersor. syiould notify applicants about conferences on teaching abroad, if 
somethin.-^ ir. thir line occurn; about, specie.! opportunities to work or study abroad; ana 
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about placement information received from other AATG chapters . Information on such 
programs as the National AATG Nordrhein-Westfalen Progran and the HEW Teacher Exchange 
Programs should be disseminated. Persons with excellent credentials might be informed 
about fellowships and teacher exchange prr /grams. The following information might be 
published in chapter newsletters: 

For predoctoral study or research, Fulbright and binational grants are 
awarded through the Institute of International Education (IIE), 8(yj United 
Nations Plaza, New York, New York 10017. IIE also publishes Teaching 
Opportunities Abroad (68 pp., .tl+.OO), which may be purchased from the pre- 
ceding address. 

The Department of Health, Education and Welfare (Office of Education, 
Washington, B.C. 20201) supplies information about opportunities for teach- 
ing in elementary and secondary schools abroad for one year and for sijmmer 
seminars for teachers. 

For information about postdoctoral research and university lecturing, 
contact the Comnittee on International Exchange of Persons '(CIEP), 2101 
Constitution Avenue N.W., Washington, D.C. 20Ul8. 
Supplement H is a detailed bibliography of such opportunities. 

It is of the utmost importance that applicants inform the PIC when a job is accepted 
or employment plans chr^n^e, so that the Biographical Form may be removed promptly from 
the PIC File , nothing is more damaging to the stature of the PIC than to steer a pro- 
spective employer tu a perso;i who is no longer in the job market. Perhaps re-registra- 
tion might be required each fall. Another poss^biiny is for the PIC Chairperson to 
contact applicants once or twice each year, but this might become costly. A form letter 
for the purpose of re-rec'istratlon (K) might be sent. 



IV, TIIE ROLE OF AATCT MEMBERS THE PIC 

An effective PIC relies on and actively encourages cooperation from all German 
teachers. Publicity about the chapter PIC should be directed regularly to the membership 
and to everyone in the profession through AATG meetings, newsletters, ACTFL-af filiate 
meetings, journals, a:id mailings. The broader the participation, the greater the chances 
that vacancies vrLll be reported, and that the PIC will be ready to respond, The "grass- 
roots*" approach is 'he desired one here; teachers frequently have Information about 
possible vacancies ahead of school officials. /Iso, they con personally inform the 
appropriate school officials about the 3xistencft of the PIC. A word of warning must be 
given, however: The PIC Chairperson and volunteers must oe careful not to make advance 
information public before a teacher actually submits the formal resignation . Do not 
contact- the school or business until the vacancy is definitely confirmed . It is abso- 
lutely .essential to respect the rights and preferences of resigning teachers where 
res i'];nat ions have not yet been announced. 

In ►Teneral, the PTC should be advertised constantly to the MTG chapter membership. 
Chapter officers, especially the President, will often be contacted to supply information 
about the PIC. Therefore, they should always keep informed about current PIC arra^ige- 
ments and know the addret:s imd phone number of the PTC Chairperson. It is important not 
to become discourared at the outset; a couple of year;; of steady work may be needed to 
make -he PI" known 'o bo'-h job r.eekers and employers . 



V. :"3^.'^';:~* TO LO'-ATi-; .MIT. ?AT?: {'^T'-TTioiir i-oR APPLioAifrc 

In addl- lor. 'o V')lur;".e'jred inf'.T^a* ion from members and other teachers, there are 
revera". wayn l-.-ca^e. and ;-orr.e'.imes ev^n rer.erate, pocitions. ^1} Mailings may be cent 
•o s-V.noi-s vi':; lemcn 'eachern, Infomlnr 'he administrators abou<- the PIC. (2) District 
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and diocese offices in metropolitan areas may be contacted by phone to ascertain if 
vacancies are expected, (3) Public, private, and parochial schools without German pro- 
grams may be informed of the availability of German teachers with certain practical 
teaching- field combinations (which are appropriate for a beginning program) and about 
the HC in general. (U) School superintendents or principals whose schools aro without 
German programs ray be contacted perponally by area college or university professors, 
AATG officers , high school teachers from nearby schools, or delegations organized for 
this purpose. Parents' gioups and community organizations can be vital to such efforts. 
Publicity Committees should communicate with PIC Comriittees to avoid duplicating efforts 
and mailing expenses. Attempts to develop new school programs should take place in 
close contact with the PIC, since sucV\ decisions may come suddenly and may be reversed 
if there is difficulty in locating teachers. See also Supplement L regarding telephone 
surveys, a technique appropriate to metroT)olitan areas. 

To begin a mailing campaign, letters should be sent out to persons who might be 
seeking a German teacher or person i^ith German-language skills. Recipients of these 
letters might include district superintendents; principals or personnel officers of 
secondary schools (public, private, and parochial); principals of schools operating or 
Interested in establishing German FLES programs; German-American Clubs which provide 
language schools; deans or modern language chairpersons of junior colleges, extension 
divisions, colleges, and universities; directors of university placement centers; state 
or local foreign language consultants, supervisors, or coordinators; director-? of state 
teacher placement offices or placement offices of the state NEA affiliates; other 
foreign language associations in the state; large business firms that have commercial 
dealings with German-speaking countries; and, possibly, leading employment or management- 
search agencies that specialize in placing college graduates. Sometimes employment 
agencies are looking for persons with special skills, like a second language. Firms 
with such needs might be manufacturers of products like chemicals or electronics. In 
order to get a job with such a firm, a German teacher usually needs additional skills: 
a doubl« major in college, secretarial skills, or previous business experience. In 
metropolit'-.n areas the PIC Chairperson or a PIC volunteer might regularly check the 
classified ads in leading newspapers to spot firms advertiring bilingual positions- 
Statv. employment agencies may wish to cooperate in filling commercial positions they 
have on file and should be contacted. Perhaps an advertisement or article might be 
placed in German -Unguare newspapers of the area. Consular officials should be notified 
about the PIC, because they sometimes get calls from prospective employers. 

There a'-e various source? for addresses for large mailings to advertise tho 
existence of the PIC: state Department of Education; state affiliate of NEA, suate 
or municipal foreign language supervisor or coordinator; Directory of Education or 
public school directory for the state (usually in the possession of every high school 
principal and university education department, as well as most libraries); and the 
September ir.r.ne of Pf€A (x'or the names and addresses of chairmen at two- and four- 
year insti<-.ut-;ons). 

If *he PIC Chairperson ami Committee decide to send a mass mailing, they should 
desira a form letter app.x^priate to the recipients. The supplements contain two sample 
letters, one for superin'-endents, school personnel directors, modern lanf^age chair- 
persons and tho other for .'ommfcrcial fir^.c and employment agencies (E), If a 
Einrle form ler'-.er is to be sent to more than fifty addresses, the National Office does 
the entir? malLinc for the chap*-er. The PTC Committee needs only to put the addresses 
on 'he Trar.smi^•aI Thee'.s provided by the National orficn. Then the PIC Chairperson 
should ser/l 'he form le*?.er ar.'i ♦he Transmittal Sheets to ine Regional r-pordinator , 
who relays all '"liuptor PL? req:es*s ^o the appropriate Maticnal Co-Director. Arrange- 
ment's have beer, rrade for the iN'aMonal Office to place the names in the computerized file. 
The National of: ice iuplloates ♦"he form letrer and sends it out to the addresses sub- 
mi t*-.ed. The addT'osses are scored for future mailinfys. The Chapter PFC Chairperson 
should keep a carbor. or pl:otocopy of each Transmittal fheet, so that address chanp:ef; 
can be made for fufire milinrs. 
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VI, WHAT TO DO WTIEN A VACANCY IS LOCATED 



(1) When the request comes directly from the school or firm: The PIC Chairperson 
responds to the call or written request from the school or business by noting as many 
pertinent details about the position as possible on the Job Description Form supplied 
by the National Office. Next, the Chairperson goes through the PIC File and selects 
all^ Biographical Forms which meet the requirements stipulated for the vacancy. Copies 
of these Biographical Forms are then forwarded immediately to the prospective employer. 
The PIC Chairperson notes the names of the job applicants sent on the Job Description Form 
ard indicater. the action taken on the back of the Biographical Form of each applicant 
sent. If sufficient applicants are available, the Chairperson should wait until infor- 
mation about the filling of the vacancy is received before forwarding the second copy 

to the Regional Coordinator. If the PIC File does not contain at least two applicants 
meeting the minimum requirements, the Chairperson should immediately forward the Job 
Description Form to the Regional Coordinator, who can send applicants from the Regional 
File. 

(2) When information is relayed by a teacher: As soon as the PIC Chairperson is 
assured that the prasent German teacher or business employee has resigned, the school 
or business needing a person should be contacted and diplomatically offered the service 
of the AATO PIC. The PIC Chairperson should state that the PIC can provide photocopies 
of brief Bio^^raphical Forms of professionally oriented teachers who are in the area and 
who are therefore available for interviews. In all cases, the PIC Chairperson must 
emphasize that neither the PIC nor the AATG is RECOMMENDING these candidates, but rather 
that the PIC is merely a service to INFORf^ employers about persons seeking employm ent 

in this field . Sometimes employers may prefer to have all qualified condidates contact 
them directly as soon as possible. Then each candidate with the basic qualifications 
must be contacted immediately. Jobs are often filled within a few days! 2ach vacancy 
and employer must be treated individually. If the employers request the Biographical 
Forms, it is up to them to contact the applicants. Depending on the circumstances, a 
follow-up call mi/jht be made later by the PIC Chairperson to learn if (and incidentally, 
how) the vacancy has been filled. Tlie procedure of compltttion of the Job Description 
Form and forwarding to the Regional Coordinator is the same as in (l), when the request 
comes directly from the school or firm. 

E'/en in cases where the PIC is not successful in filling a teaching vacancy, the 
demonstrated interest of the "J\TG promotes a good relationship with the school administra- 
tion and may yield useful information. The school may contact the PIC again when 
another vt.-z'ancy occurs. 



VIT. 3f.T)0STARY CONniDERATIONP 

It in financially wise to begin on a limited bat:'is, since it will take time to 
bund vp *.he reputation of the PIC in the chapter and among prospective employers. 
"Free'" publicity in newspapers, newsletters, ACTFL-af filiate Journals^ and oral an- 
no- mcetnents should be used to advantage whenever possible. V/crd-of-mouth publicity 
will grow the longer the PIC functions, f.oine schools provide copying at minimal cost. 
J'erhaps some departments night be willing to underwrite a portion of the operating costs 
Tor the publicity tha*-. the institution receives as the location of the A'-iT'l PTC. The 
oh.apter might wish to consider having a special fund-raising project to help finance 
*h.e activi'.ies of its PTC. Fnthuslasm for such a fund-rairing project will be greatest 
if it is nade k:^.owr. '.ha.'r. the Aioal is to provide a badly needed service, namely, a clear- 
ing house for information that will be lefit the entire profession. 

rince the r.'a'ional Office can provide substantial x'inancial assistance to Chapter 
PTCs by ^aki^.■•: c»are of mass mailings and duplication of standard forme, the irajor 
potential expensec of the PIC at the local level have beer, eliminated. Therefore, the 



individual ncs receive a small amount of direct money, but a great deal of service. 

If every AATG Chapter establishes a PIC, one can eacily see why this is necessary. 
Even $10.00 per chapter can amount to over $500. 00, The PIC program is designed to 
serve and strengthen all AATG chapters, not Just a few. 

Careful planning is important in order to keep costs to a minimum. A budget 
should be prepared that includes such items as mailing costs, copying, and phone costs. 
Experience improves tne ability to estimate these expenses. Accurate records of ex- 
penditures help in future planning. 

For purposes of budget planning and for use in publicizing its services, the PIC 
Committee must keep records of mailings, number of vacancies handled, persons sent to 
each job possibility, results of placement efforts, contacts made, etc. A record for 
each applicant may be easily maintained by making a notation on the back of the Bio- 
graphical Form whenever a copy of it is forwarded to an employer. 



VIII. OUTLI^TE OF PIC PROCEDURES: A SUMMARY 

A. Job seekers request the Biographical Form and Instructions Sheet from the 
appropriate PIC Chairperson. If the job seekers reside where no PIC is 
functioning^ they may request forms and assistance from their Regional 
Coordinator, who will place their completed Biographical Forms in the 
Regional File. To avoid the needless forwarding of letters to HC Chair- 
persons, Chaptor Presidents and PIC Committee members should have extra 
copies of the Biographical Form and Instructions Sheet for distribution. 
Be sure that the naire and address of the appropriate PIC Chairperson is on 
each form. No mail on placement should be sent to the AATG National Office. 

B. Function of the four (k) copies of the Biographical Form (Form B). 
Job seeker returns top three copies to nearest pic Chairperson: 

1. Copy for Chairperson's file. 

2. Copy for submission to first employer — kept by PIC Chairperson 
until needed. 

3. Regional Coordinator's copy—forwarded by PIC Chairperson. 
Job seeker retains fourth copy: 

U. Copy for job seeker's own records. 

C^ When a vacancy is located, the PIC Chairperson f ii: s out the Job Description 
Form (Form C) r 

D. If the employer warts to have the Biographical Forms sent, the PIC Chair- 
person does the following: 

1. ?endf? photocopies of the Biographical Forms of all job seekers meeting 
the minimum requirements. No qualitative selection ij made. 

2. Ibtec names and date(s) sent on Job Description Form. 

3. Indicates action taken on back of each Biographical Form in PIC File. 
U. Follows up on how vacancy was filled and notes this on Job Description 

Form. 

5. -ends completed Job Description Form to Regional Coordinator, keeping 
one cop:/ ^ov '.he Chapter PIC File. 

E. If ^he employer wants to have applicants contact school or firm directly, 
the PTC Chairperson does the following: 

1. Informs all job seekers meeting the minimum requirements. In^.erested 
job seekers then contact the employer on their own. 

2. PTC CJiairperson notes the names and date(s) contacted on the Job 
Descrip*:ion Form. 
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3. Indicates action taken on back of each Biographical Pom in the 
PIC File. 

h. Follows up on how vacancy was filled and notes this on Job Descrip- 
tion Form. 

5. Sends completed Job Description Form to Regional Coordinator, keeping 
a copy for the Chapter PIC File. 

F. When the HC File does not have at least two job seekers with the minimtua 
qualifications, the PIC Chairperson should go ahead and submit the one in 
the PIC File (if one is there), following the above procedure. He should 
also immediately forward the Job Description Form to the Regional Coordinator, 
who should search the Regional File for other job seekers to submit, follow- 
ing the above procedure. Later the HC Chairperson should follow up on the 
vacancy and inform the Regional Coordinator of the results. If necessary. 
Regional Coordinators may use vacancy lists for hard-to-fill jobs. 

G. Function of the two (2) copies of the Job Description Form: 

1. PIC Chairperson's copy. 

2, Regional Coordinator's copy. 

As a general rule, placement should be sought first as close as possible to the 
home of the job seeker. The principal exception would be a Job seeker trying to re- 
locate to a specific area. This procedure is important to give local teachers first 
opportunity at jobs in their own area and to keep the PIC committees from being over- 
loaded with requests from other areas. A careful effort first to match ^obs and 
applicants at the local level should be sufficient. Consultation with the Regional 
Coordinator can assure that both vacancy listings and job applications are passed on 
quickly enou^ i to additional areas to avoid unnecessary delay. 



Jamiaiy, 1974 William J. Harvey, AATG Vice-President 

(University/College) 

Cecilia C. Bauraann, AATG Executive Council 
(University/College Representative) 
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Supplement A SAMPLE ANNOUNCEMENT 

TO TEACHERS 



Date 



Dear German Teacher: 

The AATG Chapter is trying to establish communication between 

teachers and schools regarding possible job vacancies. We have established 
a Plac»»mont Information Center (PIC) to be an exchanger of names. That is, 
we will inform schools of qualified teachers looking for jobs £jid inform 
teachers where positionc are available. 

If we are to continue to urge our students to become German majors, we must 
take the responsibility of helping them to find jobs. Since school aistricts 
or superintendents may not know where to turn to locate new German teachers, 
we must depend on individual teachers to ?.nform us of positions they are 
about to vacate or of other vacancies of which they are aware. Infom us if 
the resignation has not yet been announced ; we do not make any i nformation 
P'-^tilic or contact the school until the resignation has been made . If we want 
to build German programs we tuast show professional pride by supporting each 
other. So, as soon as you know you are leaving a job, simply telephone or 
drop a postcard to: 

AATG PIC Chairperson 

Address 

Phone 

If you are looking for a vacancy, drop us a postcard, and we will send you a 
biographical form to fill out for our file. Your postcard should provide 
basic information about your background and what type of job you are seeking 
for use \intil your form is returned for our active file. 

Wo fee is charged to teachers or schools for placement assistance. Neither 
the PIC nor the AATG have any legal responsibility for your placement; the 
PIC merely provides information to make your job hunting a little easier. We 
wish you success in this endeavor! 

Sincerely yours, 



AATG PIC Chairperson 
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f'orm JOB UESCRI^ION Date:_ 

American Association of Teachers of German 

Placement Information Center, Chapter 

PIC Chairperson: 



r>chool/College/PM.rm: 



Address ; ^ Tel: ( 

Contact Porson: 



Tine: jei: ( 

Wants resumes sent: Q Wants applicants to contact directly: Q 
Length fmonths, semesters, years) of employment: 



Renewal possible: No renewal:}^ Temporary: PI 

Date to begin: Salary range (opt.): 

Teaching fields /skills necessary :^ 

Job title or rank: 



D'^gree required: B.A./B.G.Q] M.A./M.G.Q M.B.A.Q C.P.A.Q A.B.D.Q Ph.D.Q 

Teaching certification-.' Elem.:Q] Sec.:Q All-level:[] State? 

U.S. citizenship? Q Course levels to teach: 

Extracurricular requirements : 



I 



For business positions: Gpeclal business skills: 



Travel expected: Relocation or aBsicnment change expected: 

Other: 



[few did PTC learn of vacancy? 



CrfECKLinT FOR ni{ATRPERr.ON: 

Informed: Q or sent resuines:Q Date: 
For followinr: applicants (names only):^ 



r^ent one copy of t.his form to Recional r:oordinator: Q Date: 



ERIC 



Hheck here, if Reg. Coord, should search Regional File (Usually when Chapter PTC canr.' 
supply at least 'wo appl icants ) : |~| 
l^osition filled as of: By PIC applicant? 



C-uppLement D SAMPLE LETTER TO 

SCHOOLS OR COLLEGES 



Date 

DOES YOUR FCHOOL NEED A GERMAN TEACHER? 

The American Association of Teachers of German, the national professional 
organization for qualified teachers of German, can help you. Here's how. 

The Chapter of the AATG maintains a Placement Information Center 

(PTC) for members seeking teaching positions in the area. If an 

opening should appear now or at a later date at your school or college, we 
are able to submit to you photocopies of the biographical and professional 
resumes of those most suited to your job requirements. The PIC serves solely 
to transmit information received from applicants in order to help job seekers 
and prospective employers; neither the AATG nor the PIC can assume responsibil- 
ity for the applicants. 

For this information and any other questions concerning our Placement Infor- 
mation Center, please contact the undersigned at . There is no fee 

for our service, either to the employer or the applicant, and we hope that 
PIC will be of use to your school. 

Sincerely yours. 



AATG PIC Chairperson 



Supplement E SAMPLE LETTER TO E 

COMMERCIAL FIRMS 

Date 

DO YOU NEED SOMEONE WITH SKILLS IN GERMAN? 

The American Association of Teachers of German, the national professional 

organization for teachers of German, can help you. Here's how. The 

Chapter of the AATG maintains a Placement Information Center (PIC) for members 

ceekinp; positions in the metropolitan area. If you learn of a business 

needing a person skilled in the German language, we are able to submit to you 
^he biographical and professional resumes of those most suited to the job re- 
quirements. The PIC serves solely to transmit information received from appli- 
cants in order to help job seekers and prospective employers; neither the 
AATG nor the PIC can assume responsibility for the applicants. 

^or this information and for any other questions concernin/: our Placement 

Information Center, plea.se contact the undersigned at . There is no 

fee for our service, either to the employer or the applicant, and we hope 
that PIC will be of une to you. 

Sincerely yours. 



AAT;", PIC Chairperson 



"upplement K 



SAMPLE LETTER TO / 

FOREIGN LANGUAGE /DEPARTMENTS 



Date 



To Foreign Language Departments: 

AATG Chapter in now has a Placement Information Center 

(PIC) to notify schools of qualified German teachers looking for jobs and 

to notify teachers of where jobs are available in . If you have 

Graduating seniors with teaching credentials, please use the enclosed forms 
to enter there ceniorr, in our Active File. Send information to: 

FIC Cha' »nerson 

Address 

Telephone 

If you know of positions available, and do not have graduates to fill these 
.Job openings, please let us know. V/e will be glad to supply additional 
copies of the information form for applicants. Thank you very much for 
your cooperation. 

Sincerely, 



.'UTw PTC Chairperson 
Knc, 



in 



INSTRUCTIONS FOR BIOGRAPHICAL FORMS 



Dear German Teacher: 

i'iease :lrvi enclosed the Placement Infomation Center form for ycur bio- 
graphical a:;d professional information (Form B)* Please make entries clearly 
and neaMy, as the form will bs photocopied to supply information on candi- 
dal er *o rchool districts and other potential employers. It is important to 
include temporary or summer addresses euid phone numbers when appropriate. 
So tha* you can be reached without delay • If an address is only valid for 
a cer+ain period of time, this should be indicated. Currently the PIC has 
no vaoanclen. You will be contacted when a vacancy for which you qualify 
appearr. As you do doubt realize, neither the AATG nor the PIC can assume 
le::a! renponnibility for your placement. If you are willinf: to assist, the 
commiMee occasionally with bulk mailings, contact the PTC Chairperson. 

Vako r^.-re ♦hat all copies of your information are clear. Use of typewriter 
'U' ball point pen on hard writing surface is recommended. Return the top 
* hr/»e nhee^s of the set to your PIC Chairperson; retain the fourth copy for 
y. r^^^'ordr. fhow the number of semester hours of undergraduate (Tj) and 
ral-ia'e ^ ); n'udy for cub.iects you are qualified to teach* 



. * a/'>' 1 havin:- your biographical information sent to a prospective employer 
vr;pr. yon are not available, PLEASE NOTIFY IIH WEN YOl' flAVE ACCEPTFD A 
:^r^^T ^i; WI;:|( TO BE VTTTflDRAl^i FROM THE PIC FILE, T.ave this form for 
yovf cor//enience later. 

\ 1 ! wirh - o be withdrawn from the PIC File. 
Q I have ar^cep* ed a p<,>rition. 



'.•tr.e 

S me A I Irer .r Phone 

•an.o ruA Aiidrerr of 

■ rr.p. wifii- Trhoo I /Company , 



office/rcho-l Phone 

. prefer 'o re'-elve mall a* ^ ) h^rr\e ( ) off ice/rchool 

:,pr.i-*h of "Mr/ra-^v Pate Kmployed 

■ra-'lor Teaching Fieldfs) , 

'.'arr.er -f >* 'r:or iennan * eachers at your school 

Thank you! 

AAT'l Placement Information Center 

ERIC 1 7 



r.upplement H ACCOMPANYING INFORMATION TO 

BE SENT WITH BIOGRAFHICAL 
FOBM TO JOB APPLICANTS 

OPPORTUNITIES TO STUDY OR TEACH ABROAD— USEFUL ADDRESSES 

I. TEACHING AT THE SECONDARY LEVEL 

1. AATG NORD-RHEIN WESTFALEN PROGRAM 

Teaching English in a German Gymnasiu m. 

Requirements ; 25 yearc old; member of AATG} B.A. plus two years of 
experience teaching a second language on the secondary or undergraduate 
college level; good cojnmand of the German language. 
V/rite t o; NEW Program Coordinator 
AATG 

339 Walnut Street 
Philadelphia, Pa. 19106 

HAM3URG SCHOOL AUTHORITY 

Teaching Mathematics, H^sics, Biology, and Chemistry in a Gymnasium , 
Requirements ; Ability to teach subject in German. Proficiency in 
mathematics,' physics, biology, or chemistry. Prefer M.A. or M.S., 
but B.A. or B.S. acceptable vrtth at least two years exp^arience. 
Preference given to those with a M..' .T. or teaching certificates. 
V^rite to ; Cooperative College Registry 

One Dupont Circle N.W. 

Washington, D.C. 2OO36 
or 

Behorde fiir Hchule, Jugend und 

Berufsbildung 
Amt Viir Gchule 

n 121-U26 

2 ftomburg 75 
Hamburgstraace 31 
Went Germany 

3. ?/vDAGOCISCIER AUCTAUr>CfIDIEr;ST 

;icchan/;e program.-J for seoon.lary teachers. 

Pequirements ; Appropriate degree-^, teaching experience, good 3erman, 
V/rUe to: Padagogisoher Auatauschlienst 

Nasccstrasje 8 

•33 Bonn 

West: OerKiany 

h. T?L\r:in;i ?:iGLTnH DR OTifER CUB-JECTG in GERM\W .'.ECnOTARY GC!K)OLG 

P.equI re.Tients ; M.A. or M.r.; teachln/j certificate; 3 years oT teaching 
'It. the secondary le/el; -ire 23-50; ful L coinmani of '"lermai. 
Vi'ri'.e 'o ; ^on*:act your neare-jt Gomon Consulate, 

=5, Arrir-TA^;? ?a'xiR.\M for GriAr/JATP Ttn^KrrrG PLAmfiWG to teach 

Jobc involve asrirMnr in the *.ervc'ilr.{: of English in lerman secondary 
schools . 

Reqvl r emenis ; rJ.A. or -^.r;,; f^uen^y in Germa".; prefer sini^Ie persons 
ur.rier 30: apply by Pec. 31 for the Toll owl n:: school year. 
Write •'): '"ontac^ ty^e nearest German Consvilate. 



upplement I{, 'continued 



6. TEACIO-15XCHAN0E PROGRAM POK ILfrTARY AND nBCOnDARY SCHOOL^ 

Requirements 5 M.A,; several yeais of teaching experience; full 

command of German, 

Write to ; Teacher Exchange Hection 

International Exchange and Teaching Branch 

Office of Education 

Washington, D.C. 20202 

7. DEPARTMnriT OF DEFEI^SE SC'IOOLS 

Teachsrc, administrators, counselors, librarians, nirses, school 
psychologists, and social workers to staff elementary and secondary 
schools in twenty-seven countries. 

Requirements; U.n. clticenship; B.A. or B.S.j l8 semester hours of 
education courses; teacher certification; college-level courses in 
the field to be taught; two years full-time teaching experience; 
willingness to accept assignment in any location. 
WrUe to ; Department of the Array 

Peputy Chief or ntaff for Personnel 
Dependents HchDols Teacher Recruitment Branch 

^DAPE-crr-pT) 

Room IA65fl 
Pentagon 

WashiniTton, D.C, 20310 
8. INTEHIATIONAL nCH0OU5 SERVTCSS 

Teach^rr ar.d administration in international and American communltv 
nchool.:. 

He quirenq n' s; Appropriate ies^rees and teaching experience. 
Hlil2_L2' rector of Educat ional Staffing Program 

International "chools Services 

392 Fifth A venae 

New York, Hew York 10018 

or ?000 P Street 

V/ashington, D.C. 20036 

Teacher Applications 
Tnt ernational Pchool Services 
126 /'lexander Street 
Princeton, New Jersey OSsUo 

ruropear. Council of International School.-;— Perj^onnel ^^n^e 
P.O. Box q6 
1 ''i?0 iMontretLX 
Swl* zerland 

\. •:;!•/ TTY i? vak{imii^ o;kri?a.' '-ht.ram 

'>lle •►j-leve^ .-.r.:-/,-^;: for i i;ii vM':nl.s ascTo-iatei wlrh ►he >oar^.men^ 
• ?e:>.\r.e -ibroal. .""'sU-'lme an 1 par^-Mme Iec*^,urerr in vhe ."ollow- 
ir.r I'ieldn: ant hropolcry, b'lnine.^s, Knrllsh, economicn, ,-Dvernm«r.\ , 
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riipplement il, continued 



3. 



history, philosophy, psychology, {sociology, speech, education, geology. 
Requirements ; CoLlere teaching experience; at least a Masters; preferen 
♦.o those with Ph.lJ. and ability to teach in two acaiemic fields; U.S. 
^'itizen; priority to s*ngle person?? and those married with no dependents 
V/r ite to ; Dean, University College 

University of Maryland 

College Park, Mar/land 207h2 

or, if overseas: 

Director, Kuropean Division 

University of Maryland 

69 :-[elde lberg L 

Post.fach 

West Germany 

^. l.inVER"TTY LECTimTHu ATD PO:;T-DOCTORAL RESEARCH 
Peqn lr ements ; Ph.D.; excellent German. 

V/ri*.e t o; Conference Board of Associated Research Councils 
Committee on International Exchange of Persons 
?101 Conn.ituMon Ave. N.W. 
Washington, D.C. 20Ul8 

LL. ^F.?ny'CTOR.\L C-TIJDY OR RESEARCH 

U nrT.MRIGin" ATH) DA.M) FEVJJMC/MVC 

Requirements ; Excellent credentials; U.S. citizenship; B.A. before the 
bej^inn!n.r date of the <rrant; majority of high school and undergraduate 
education in the U.S.; good Gorman; good health. 
Write to ; Information and Reference Division 

Institute of International Education 

309 Uni*cd Nations Plaza 

Mew York, New York lOOI? 

•. ::u;-!!'KR wEi'iiriAK: for TEACfrSRC 

Write *o ; Department of Health, Education, and Welfare 
International Exchange and. Training 
Office of Education 
Wa:ihinfrton, D.C. ?0201 



"•;r»^her 1 n?"ormation on •■hene and other proijrams in all part.s o:' the ^orld ir. 

.•ivo.i Ir. vhe bcok Teaching A broai , pp., I973, avtilable from the In::ti'ute 

of ;n* err.a* ior.al ?>iuca*lon, "^09 'United Nations Plaza, He// York, N.Y., lOCi.7. 
."♦n:! n 'heck for .tu.CO with your order. 

."'•>r r.f or. na* ion on "t-zly i r<n in Germ«AMy, wr;*-e: 
lerma". A-'ad ?jr.ic Fj(-7hin.'e Cervi-e ''D.A.A.!'. 
. "l :"• \\ Aventie, ."'.ii ' e LID 
i;ew York, :;ew York IOCO3 

k^e* he- ' r.*;* i t.ut 'Al;:o special r-ouri^e- fo.' teacher.'^^' 

!,er-.ha'*"ipla* 7. < 
Wer* lertnany 

.?0 



" ;Dp!omer/ 



CAl^IPLE FOLLOW-UP LETTISH 
TO f.CHODLS 



BtST COW 



Date 



Mr. 



, Personnel Director 



;-chool District 



: ear '-{r. 



. hope yoj hare been sucoessful in locating a German teacher Tor thn current 
acade-Tjic year. In accordance with your request, information on your position 
VIS G-int to qualified candidates in our active file and to departments ol* 
"•erraan which certify teachers or you received photocopies of our file's bio- 
Craphlcal forms. If you have employed a new German teacher, I would appreciate 
receiving the teacher's name and adireas. If not, I will be glad to continue 
tryln.p; to locate a qualified teache.;* for your position. If there is any way 
: can be of aisistance to you -in the future, please let me know, 

r. i j.cerely , 



AATG PIC Chairperson 



ERIC 
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r.iipple-nont 1 

(Mco se«2 alternate fonn) 



GAI/IPLiS .'^TTER OF HOTIFICATIOM 
TO TKACILSR;; 



BEST COPY mm\t 



r.ate 



\-Ie have the following vacancies to report: 

• iJiclutled r.'iould oe the nam-?.-? and locations of individual high schools, 
alon?; vat.h namen and addresses of school district personnel dire-rtors, 
superintendents or principals. In some case:3 home phone numbers of school 
dictrict officials can be included at their reque.-Jt. Where appropriate, a 
notation can be appended to vacancies announced previously, e.g.: "We 
ac:r jmo Uiic position in still open, since we have not heard to the contrary. 
The chairman miRht wish to announce "possible" openings in school districts 
which are conciderin.f: a new program and have expressed an interest in infor- 
mation on candidates for positions.) 

rhe fol lovin-* poi;ition;3, pro/iously announced, are now filled: 

a.ict.) 

As alvmyc, if you apply and receive a position, please let u;3 know as noon a 
ponjvlble, c.o 'hat we ■■no.j keep our records up to date. 

i'ln-^erely. 



.•Vi : ; ' ■ : ■ "ha \ rpe r son 



.'*;pp cement 

'Alt.erna'^e form) 



CAMPLE LKTTKH TNFORMiriG TEACflER 
THAT iITG BIO:,RAPirrCAL FORJ-l WAG 
SUBMITTED TO A PROSPECTIVE 
EMPWYER 



BJST cow AVWIWU 



•■ear ^Jeman Teacher: 

The -V: was oon^a^ted about the following position: 



The pro;?poct,ive etiployer requested that the PIC submit photocopies of the 
blorraphlcal formr. o: all qualifiel candidates for the poyition dlre.niy 
'.'J liim. Cince your ba-:k<rrou.nd meets the requi regents of the position, your 
buicraphical fonn -ms submit ted \long with those of onher candidate;? who 
-ilso qualify. The PlC makec no selection a-non^ candidates. 

3ecau3e the employer intenlfj to contact personally only those candidates 
who lntere:5t him as finalists for the position, do not contact the emp loyer 
The PTC has perfonnel itr, function of relaying information; the decision 
now rests solely wi^i che eup.\oye-. This letter is being sent to you for 
your infon.iation only. The-^e is no need to contact the PIC unless you are 
no* interentei in or available for this position. We wish you su-icess in 
your .ioj huitlurr! 

• 'incerely yourj, 



A/Vn PTC Chairperson 




.'■upolemon* K LETTER 'i'O APPLICANT.^ Ii^ 

ACTIVE ?ILE FOF FALL 
CONFIRMATION OF Ccmwm 
TtH'SHEST 



vest 



Dear jennan Teacher: 

To make t.he AATO PTC more effective, we request that .job applicants confirm 
each fall whether not they wish to have their bior^raphlcal fowi \ept in 
•h? Active File. Pleap.e !ielp -la keep an up-to-dUe file for proapectlve 
empi.)yerc by returnini^ the brief questionnaire to U3. 

£J I have accepted a position and am returninj; the complete! form "jelow. 
£J 1 wir.h to be kept in the Active File. 

£7 Please vltblrav nv biographical forn frv^n *.ho Active File, 

£J .acts on my biographical form plar?ed on file earlier have chan.ied. 
Ploate s-end ne a new biocraphtcal form. 

I woulrl be >dllinrr ^-o help is a PIC volunteer. 

The ;\AT; ?:C wishes you 3ucce-3s in obtaining employment. Plea;e make any 
sti,rf!e.T.loMr} you mif^ht have for improving the PIC. 

^ert. w!;:he:'. , 



.\\T ; <" ('hii rperson 



e -Airtn ir.cl;.'l?.l v^i^h .lupplemen' '; ^an be 'xIta. renro-'luced w\'h ■.■i^a. 



Si 



# 



KST COM AVWIABU ^ 



In 



r ^ 
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A TELEPHONE APPROACH TO A LANGUAGE PROGRAM ftURVEY 
(C^nrnW^ EFTOST FOR PIC AND MEMi^irRSHIP DHIVS) 

!n order *o maintain an 1)p-^o•(3a^e file of lanr^uare *eachers in any 
fipei-'ifi^* area^ ♦'he ben^ method to nurvey *.he Language pro/?ram is often to call 
*he n lioolt? direoM:^ 

1 » Firs* oompile a lis*, of "he schools within the ♦elephoninc area by 
looklnr in the yellow parses of the phone book under CTIfnolrC-IITJLTC, 
nnmotimen a ;/f)mplete listing can be obtained in the Directory of the 
r/.a^e Office of Piiblir Instruction » In metropolitan areas^ there is 
sometimes a lls^ini: of individual schools available from the school 
board • 

?^ Lis* each hir:h c-^hool and junior high by name, adrlrescj and phone 
number, 

^) After you have the public schools listed, you should also ir;/ to list 
•he private and parochial schools by ".oo..lnf; under SCHOOLS- PRIVATE 
and .■'"!roL^'-?ARor)CAL, fTf you are not familiar v;i th those schools in 
;.ni;r area, a ^^ood place to find out v.:dch ones are actually Junior hi,;h 
or hirh r.^hual level is to check the sports pages of your loral news- 
paper, The private and parochial schools have their own sports leagues. 
At least once a v/eek you will find a list of the standings with each 
school's name and record listed,) Again, lists of individual schools 
•an be obt.ained from diocese offices, 

^nce you have yo':r lists compiled, you can be^rin the telephoning, if 
at all possible, speak v/ith a counselor, who is usually informed about 
the ♦^eachers and their schedules, 

Alwayr identif^^ yourself and f^ive the purpose of the call. For example: 

*'T!ilc Is with the Chapter of the American 

Arrno^iajion of Teachers of lerman. We are trying to up-date our 
files, "'nuld you rSve me some information about your languare 
pro.Tam anl teachers?" 
'If'S- s'rhooin are very ^cooperative, although sometimes *hey will ask 
•ha' yoi '^onta'c* *he administration office for this information. fThe 
reas »^ -o speak with the schools directly Ifs that central administra- 
v'or L?fltr are often not im-to-date, Central office staff members 

do not know the n'.unhcr of classes or Levels taught. The central 
alrr.'r.in' ration seldom kr:.n»/f: if a teacher is leaving: an individual school. 
A'.'U .^f c^ourse, yoti have fio v;ay of knowing what the indV/iJ^:aL school 
a*' :^ ide or a*'mosphere is if you only speak with the administration • 

7}ier?e are q*iien*.iont: you may want to ask: 

a^ ''ViT.a'- foreii'M languages are taurht In your .'^'•hooIC** 
' r lermar. in taught: 

v) '*V/hav Is -he name of your ^ermar. veacherv*' 

" mai;y ''larnec German are * atirh' --V;ha- ievoln'/' 
*f 'ernar in no* *aii.'ht: 

a' "^Hia* is *]\e approxima'e rvb.ool enrol Imev/.'/' 
"'^ar '.eman over beer. *a-ir!.t a"^ yoMr s<''h'>Mi\" 
"In 'r.e principal re^-ep* ive 'o add;nr' nev; •'v>i:r.':e:r:" 
:1 "Po yoM know If ' !;ere ir i p'»nnibili'y or' acMir.,: lermar. ' 

r • *':rnc, ' Jiero .nr.' mcr:* i'Mir v/o-iid be ackel .^r.Iy a ■•ir.rcl''r, 
"o-prl'V'lpa^ , r o'V.or ''/'j^al, 'he r,r))n. \ rc-rp' r^r".- . 



upplement oontimied Win 

7) Tt is also a ^ood idea to talk with the foreign language ctipervjsor in 
each district after you have surveyed the district. By talkin/r with 
the foreign lan/^uage supervisor you can check on the district's attitude. 
HomeMmes those in charge of language are primarily Snj^linh nupervlsors 
who are not only not aware of the foreign language programs but also not 
lM'e7"eR*e'l in them. Is \he supervisor receptive to enlarging the pro- 
.'.ram and aware of schools where other languages, hw. not German, are 
taught? If you find a receptive supervisor, explain the PTC Pror.ram. 
Cee if the AATG can be of any service in enlarp-.ing or biiildinc German 
programs in this district, offer to keep the super Jsor informed of 
all professional mee^in^r, or activities in thip area whir-h aro avail- 
able to Local Teachers. Perhaps the counselor v.mM be 'ntorested in 
re'?eivlng a copy of A Modern Case for German . wh!-h --an be supplied t,o 
♦he '.'hapter by the National Office free of charre. 
•-'') Af*er you have finished the telephoning, compile a list of teachers 
and t.heir class assit^nments . For example: 

Name Number of classes Levels 

1. -Janice -Tones «i I> 1T> III 

Klwood ifirrh .'Ichool 
1711 El wood r,ane 
• ■a^kson, Texas ^3P8U 
Then compile a list of schools where the enrollment ip large enr'-i.-.-h to 
offer German, but -.here is no German program. For example: 

School Name Enrollment Languages Offered 

1. Winnett High School 1800 Spanish, French, Latin 

10; ^a"h year in the rpring and again in the fall, these calls should ha 
repeated. With lists like these, updated each year, the AATG can: 
a^ fLiid pocir.ions where teachers may be leaving (especially 

through the spring calls); 
b) upda'e membership mailing lists; 
^) keep in touch v;ith all German teachers; 

d) increase AATG membership by contacting non-members personally; 

e) find out which areas are growing, v/hich teachers are enlarg- 
ing their own enrollments (and perhaps check '-o find out how); and 

r) knov^ where to begin to initiate or strengthen new programs. 




